To: Harris County Commissioners Court

Through: David Berry, Executive Director, Budget Management Department

..prepared

Prepared By: Lucinda Silva, Director Agenda and Administration, Budget Management Department
Subject: Amended Travel and Business Meeting Policy due to COVID-19

..end

Project ID (If applicable]:

Purpose and Request:

title

Request by the Continuity of Government Task Force for approval to temporarily amend the Blanket Travel and
Training Requests section of the Travel and Business Meeting Policy to not allow departments to submit "blanket"
travel requests for overnight or out-of-state travel, due to the COVID-19 pandemic with the change lasting until a
certain threat level is met.

..end

Background and Discussion:

Due to the COVID-19 pandemic, the Continuity of Government Task Force is recommending that we amend the travel
policy temporarily to not allow departments to submit “blanket” travel requests through Court. We recommend travel
requests be specific. This temporary change should last until a certain threat level is met.

Fiscal Impact:

NA
Fiscal Summary
FY 20-21 FY 21-22 Future Years
Expenditures Projected Projected [3
additional
years]

Service Impacted:
[Please provide service or division where
expenditure will be used]*

Existing Budget
Additional Appropriation Requested
Total Expenditures

Funding Sources

Existing Department Budget

Please ldentify Funding Source (General Fund, PIC,
Special Revenue, Grant, Etc.)

[INSERT FUNDING SOURCE HERE]*

Total Sources

Alternatives:
NA

Alignment with Strategic Objective:
NA

Attachments:
Previously approved August 1, 2017 - Travel and Business Meeting Policy
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HARRIS COUNTY, TEXAS

BUDGET MANAGEMENT DEPARTMENT
Administration Building

1001 Preston, Suite 500

Houston, TX 77002

Office (713) 274-1100

July 25, 2017

| Vote of the Court:

To: County Judge Emmett and Yes No ﬁbﬁil__!‘-_laiﬂ
Commissioners Ellis, Morman, . JCI::{:"E;EETI?;BE g =
Radack, and Cagle : i = e
‘m: illi Comm. Radack O d
Fm: William J. Jacks S Gage = z

Re: Travel and Business Meeting Policy

Request for approval of the attached revised travel and business meeting policy
effective September 1, 2017.

Any previously approved travel requests, excluding blanket requests, shall be
reviewed by the requesting Department Head to ensure compliance with the updated
policy. The per diem rate applies to travel completed after August 31, 2017. Any
previously approved travel requests will not require additional court approval for per
diem adjustments. :

If any issues or questions arise, please email the Budget Management Department at

travelagenda@hctx.net.

Presented to Commissioners' Court
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Business Meeting Food and Non-Alcoholic Beverages
Court approval is required for food and non-alcoholic beverages purchased and brought in

to county facilities for county business meetings, if more than $250 per event or $15 per
person. These expenses may be reimbursed if the following criteria are met:
a. Meeting is agenda-driven and directly related to county business,
b. Food and non-alcoholic beverages are an integral part of the meeting, not a personal
. convenience, and
c. Meeting time includes a regular meal time and could not otherwise be scheduled
‘during working hours. Regular meal times are defined as:
1. Breakfast: 6:00-7:30 am '
2. Lunch: 11:30 am-1:30 pm
3. Dinner:  5:30-7:30 pm

The county elected official or department head is accountable for determining:
a. The necessity for expending public funds for food and non-alcoholic beverages,
"b. The appropriateness and accuracy of the claim,
c. The availability of funds, and
d. Conformity with county policy.

Itemized receipts are required for reimbursement along with a copy of the agenda. When
substantiated on the receipt, customary tips/gratuity are reimbursable. Reimbursements are
not allowed for alcoholic beverages, social functions, and retirement receptions.

Exceptions

Exceptions to this policy may be approved when necessary to meet special circumstances,
emergencies, or when in the best interest of Harris County. Requests for exceptions shall be
documented, explained, and submitted for approval by the county elected official or
department head and the County Budget Officer.





